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MATAGORDA COUNTY CASA, INC. 
Volunteer Advocate Job Description 

 

Position Title:   Court Appointed Special Advocate (CASA) 

Responsible to:   Volunteer Supervisor 

Term of Appointment:  Minimum One Year 

PURPOSE OF POSITION: 
A CASA volunteer respects a child’s inherent right to grow up with dignity in a safe environment 
that meets that child’s best interests. 

A CASA volunteer is a trained community volunteer appointed by a district or family court judge 
to speak for the best interests of an abused and /or neglected child in the child welfare system. 
A CASA volunteer is an official part of the judicial proceedings, working alongside attorneys and 
social workers. By handling only one or two cases at a time, a CASA/GAL volunteer has time to 
explore thoroughly the history and circumstances of each assigned case.   

1. To make recommendations to the court, based on fact-finding, as to the best interest of as child in 
Children’s Protective Services placement. 
2. To work for and to achieve the goal of CASA-that every child has the right to a safe, nurturing, 
permanent home in the shortest amount of time possible. 
3. To provide support, assistance and advocacy to assure children receive appropriate services and 
permanency. 
 
PREREQUISITES AND SKILLS 
 Must be 21 years of age or older 
 Ability to communicate effectively both orally and in writing 
 Ability to respect and relate to people from various backgrounds 
 Has reliable transportation, a current driver’s license and current auto insurance 
 Ability to maintain objectivity 
 Must have obtained at least a high school diploma or a GED 
 Must have satisfactory results from a social security number verification check, state criminal 

background check, national criminal background check, CPS (Central Registry) background 
check, and National Sex Offender check. 
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 All volunteers will undergo this background check process every two years of continuous service 
for the national criminal history, the national sex offender registry and the CPS (Central Registry) 
background check. 

 Submit at least three references, two of whom is not related to the volunteer 
 Must successfully complete a volunteer application and personal interview 
 Ability to exhibit professionalism in behavior and appearance 
 Must complete a Volunteer Application 
 Must be sworn in by the County Judge (or his/her appointee) as a Court Appointed Special 

Advocate. 
 
TRAINING 
 Volunteers are required to attend 30 hours of pre-service training and observe a court 

hearing 
 Volunteers must complete 12 hours of in-service training annually 
 Volunteers follow guidelines established by Texas CASA and National CASA Association. 
 Volunteers have access to additional opportunities offered by other agencies 
 The 30-hour basic training covers 

o Roles and responsibilities of the CASA volunteer 
o The court process 
o Dynamics of families including mental health, substance abuse, domestic 

violence and poverty and affluence 
o Relevant state law, regulations and policies 
o Relevant federal laws, regulations and policies, including the Adoption and Safe 

Families Act (AFSA), the Child Abuse Prevention and Treatment Act (CAPTA), the 
Indian Child Welfare Act (ICWA) and the Multi Ethnic Placement Act (MEPA) 

o Confidentiality and record-keeping practices 
o Child abuse and neglect 
o Permanency planning 
o Community agencies and resources available to meet needs of children and 

families 
o Communication and information gathering 
o Effective advocacy 
o Cultural competency 
o Special needs of the children served 

 
SUPERVISON AND SUPPORT 
 Volunteers receive direct supervision and guidance from program staff.  Volunteers are 

encouraged to call or email their volunteer supervisor at any time with 
questions/concerns 

 When a volunteer takes a case, the volunteer supervisor will help that volunteer 
develop a case plan 
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 Volunteers are to meet with their supervisor at least once a month (in person or over 
the phone) to discuss their case, recent activities and how best to move forward.  
CASA/GAL volunteers fill out monthly case notes to turn in to their supervisor 

 Volunteers are required to submit their court reports to their supervisor who will in turn 
submit it to the courts and all other parties (CPS, Attorney ad Litem, Attorney for 
parents) 

 Court reports can only be altered with the consent of the volunteer advocate. Exception 
would be changes made at the discretion of the Executive Director in consultation with 
the volunteer. 

 
DUTIES AND RESPONSIBILITIES 
Complete an extensive, independent review of each case. 
 
Maintain complete written records about the case, including time sheet of visits, case notes and 
mileage logs. 
 
Review all documentation and records as housed at the CPS offices in a timely manner 
following appointment and routinely through the course of the case. 
 
Meet face to face with the child or children in a timely manner after appointment and meet 
with child in person at least once a month. This is a requirement unless the child(ren) is placed: 
 One to three driving hours away.  In this case, the CASA Volunteer will meet in person 

with the child(ren) at least once every three months (quarterly). 
 More than three driving hours away. In this case, the CASA Volunteer will meet in 

person with the child(ren) at least once every six months. 
No matter where the child(ren) are placed, have other types of age-appropriate contact with 
the child(ren) including telephone calls, emails, and/or letters as applicable for the child’s age 
and interests on an ongoing basis. 
 
Obtain a clear understanding of the child(ren)’s situation in a timely manner following 
appointment. Advocate for the child(ren)’s best interest in the community by interfacing with 
mental health, medical, legal, educational and other community systems to assure that the 
child(ren)’s needs are being met.  Interview in a timely manner after appointment and at least 
once a month on an ongoing basis during the case in order to ensure that the child(ren)’s needs 
and best interest are being met: 

 CPS Caseworker 
 Therapist/counselor (as applicable) 
 Foster parents or Placement Providers 
 Teachers or Daycare Workers (as applicable) 
 Parents and Relatives (as applicable) 
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Other contacts may be necessary on a routine basis to interview such as: 
 Doctors/Psychiatrist 
 Employers 
 Early Childhood Intervention Program 
 Various Service Providers 

Determine if a permanency plan, an educational passport and a medical passport have been 
created for the child(ren). 

. Utilize as many factors as possible in determining the child’s best interests, including: current 
age and sense of time, level of maturity, culture and ethnicity, degree of attachment to 
family members and siblings, and what situation would best provide continuity, 
consistency, and a sense of belonging and identity.   

. Seek cooperative solutions by acting as a facilitator among parties maintaining 
communication with the child(ren)’s parents, family members, attorney ad litem, 
teachers, and other service providers as applicable.  

Report Suspected Abuse Immediately 
A CASA volunteer reports any new incidents of abuse or neglect to the Child Abuse Hotline 1-
800-252-5400. Share these concerns with both your CASA Supervisor and the CPS worker. 

Attend Court Hearings and Interagency Meetings 
Advocate for your assigned child(ren)’s best interests and permanency through the court 
system. Attend all scheduled court hearings concerning the child to see that all relevant facts 
are presented. 
 Provide a written court report containing factual information to the CASA program 

office ten days prior to every court hearing. Your supervisor will then discuss your report 
with you. 

 Provide verbal testimony when necessary 
 Communicate with the children prior to any hearing that the child(ren) will be attending. 

Explain what is expected to occur and explore th4e child’s current reactions and feelings 
regarding the upcoming hearing. 

After the hearing: 
 Monitor case following a court hearing or decision as designated by the court. 
 Ensure that court-ordered services are provided to the child(ren) and family. 
 Ensure that the judicial and child welfare systems are moving ahead to secure a safe, 

permanent home for the child. 
 Help the child understand the court process. 
 Participate in any planning or treatment team meetings involving the child in order to 

keep informed of the child’s permanency plan. 
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Conflicts of Interest 
Disqualify yourself from involvement in a case if you are related to any parties in the case, if 
your employment might result in a conflict of interest, or if for any other reason circumstances 
arise or you know parties well enough that it becomes impossible for you to remain impartial 
and/or unbiased. 
 
Confidentiality 
Maintain any and all information received and in your possession confidential.  
 
Explain to children about confidentiality. Tell children that you may be asked to share what they 
tell you. If they are adolescents, tell them exactly what information you will share. 
 
Explain confidentiality to parents and relatives.  Tell them you will gather information about the 
case, then report facts and make recommendations to the court. 
 
Volunteers must return all case files to CASA program when the case is closed. 
 
CONTACT GUIDELINES 
 Reflect children’s feelings without evaluating them and let them know it is okay to have 

unpleasant or negative feelings. 
 Respect children’s attachments to their parents.  Remain neutral and non-judgmental 

about their parents. Do not express your opinion of their parents even if asked. 
 Treat children with respect. Do not talk down to them or criticize them. 
 Tell children that what happened is not their fault. With older children who have been in 

therapeutic treatment and/or state care, confirm their need to accept past problems 
and assume responsibility for their future. 

 Listen with respect 
 Respond to questions. When you do not know the answer, say so. If the question is 

about their legal action, encourage them to contact their attorney. If their question is 
about services, encourage them to contact their CPS caseworker. Confer with the case 
supervisor to assist you if you are uncertain about the answer to a question. 

 Use reinforcement such as “I see” or a nod of your head to encourage responsiveness. 
 Begin with general, open-ended questions such as “Tell me about….” Use closed 

questions that can be answered with “yes” or “no” or a short answer when you need 
specific information or when you are not receiving responses to more general questions. 

 
RESTRICTIONS 
 Do not take a child to your home or to any home other than the child’s 
 Give legal advice or therapeutic counseling 
 Don’t authorize medical treatment for the child(ren) 
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 Don’t give the child(ren) medications or any types of vitamins 
 Don’t give treats or feed the children without consulting the caregiver for dietary 

restrictions 
 Don’t make promises that you can’t keep. Keep the promises you make 
 Don’t do anything that makes you feel uncomfortable 
 Make placement arrangements for the child 
 Give money or expensive gifts to the child, child’s family, or caregiver 
 Take a child on an overnight outing 
 Don’t probe or introduce the specifics of abuse. Be especially careful when discussing 

issues in sexual abuse or other potential criminal cases 
 Ask if the children have any questions and answer the questions honestly with facts 
 Explain to children why they were removed from their home and keep them informed 

about case events 
 Engage in activities which are likely to result in a conflict of interest or expose the 

program or volunteer to criminal or civil liability 
 Cause a child or family to become dependent on the CASA volunteer for services that 

are provided by other agencies. Such activities may jeopardize the safety of the child, 
the integrity of the program, or the objectivity of the volunteer 

 Accept or be assigned to a case in which the volunteer is related to any parties involved 
or be employed in a position or with an agency that might result in a conflict of interest 

 

DISMISSAL OF A VOLUNTEER 
 Taking action without program or court approval that endangers the child or is outside 

the CASA program’s role 
 Engaging in ex-parte communication with the court 
 Violating a program policy, court rule or law 
 Failing to complete required pre-service or in-service training 
 Failing to demonstrate an ability to carry out assigned duties effectively 
 Falsifying a volunteer application or misrepresenting facts during the screening process 
 Having allegations of child abuse/neglect brought against them 
 Experiencing an irresolvable conflict of interest 

 

TIME COMMITMENT 
 Volunteers are required to make an eighteen-month commitment to the program 
 Volunteers are required to attend all court hearings on their cases-approximately five 

per year 
 Volunteers are expected to be available for case assignment  and to accept cases 

immediately upon completion of pre-service training, unless other arrangements have 
been made 

 Volunteers, on average, spend 10-15 hours a month on each case 
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BENEFITS 
Although we cannot provide you with monetary rewards, there are many benefits to being a 
CASA/GAL volunteer. These include the opportunity to: 
 Make a difference in the life and future of a child who has been a victim of abuse and/or 

neglect 
 Help a child find permanency in a safe, loving home 
 Assist judges in obtaining a clear picture of a child’s life and needs 
 Gain an understanding of district and family courts, legal proceedings, and social service 

agencies 
 Develop/utilize communication skills 
 Develop/utilize assertiveness 
 Utilize your past experiences/skills 
 Form friendships with like-minded people in your community 
 Have access to training statewide 

 


